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Application form for reimbursement of expenses for invited experts
	Meeting:
	 1st regional workshop 2011 of ETC/ICM with West Balkan countries
	

	Place:
	Four Points by Sheraton Panorama hotel, Trg Krešimira Ćosića 9, Zagreb 10000, Croatia 
	

	From (date and time): 
	30.05.2011 - 13:00
	To (date and time):
	31.05.2011 - 16:00


	To obtain reimbursement of expenses, the expert must complete and sign this document and provide it to the meeting secretary along with the supporting documentation: original return ticket, boarding passes and relevant invoices. All documentation for which you claim reimbursement will be collected during the meeting. Please mind that if your travel ticket doesn´t show the full price or is needed for the way back you are asked to deliver the receipt/ invoice of a ticket and original of ticket should be sent after usage to the address below. Reimbursement claim should be handed in within 1 month after the final meeting day.  

Beyond this deadline, the CENIA, česká informační agentura pro životní prostředí (coordinator of the ETC/ICM) is absolved from any obligation to reimburse travel expenses or pay any allowances
The calculation will be based on the Travel and reimbursement policy for 1st regional workshop 2011 of ETC/ICM with West Balkan countries. This application form is only valid if signed by the expert and the meeting secretary


	TO BE FILLED IN BY THE EXPERT (in capital letters)
	Country:
	

	Name of Expert:
	E-mail:
	

	Organization:
	Tel/Fax:
	

	Address:

	The Financial identification form must be duly completed and submitted to the meeting secretary. ATTENTION: All applicants must fill in Full name of Account-holder and the full account number (with bank-codes) in the boxes below for verification purposes

	Full Name of Account-holder:
	

	Full account number code (with bank-codes)
	

	I will travel by       FORMCHECKBOX 
 airplane      FORMCHECKBOX 
 boat or rail      FORMCHECKBOX 
  car*

	Departure from (name of city) **
	Date and time
	Arrival in (name of city)
	Date and time
	Ticket cost * 

	
	
	Zagreb
	
	

	Zagreb
	
	
	
	

	* in case of transport by car: please sent digitally the proof of the price with 1st class rail ticket (confirmation with print screen or the confirmation with the weblink, where this information is available.

** hometown of participant or organisation (nearest airport or train station)

Return travel possible on the last meeting day:

Yes  FORMCHECKBOX 
 
No  FORMCHECKBOX 

I certify that I have been informed of the obligation to present the documentation concerning this meeting during the meeting or within thirty calendar days of the end of the meeting.  

I certify that these particulars are true and accurate and that I will not be receiving any similar reimbursement from any other or the same institution or public or private organisation in respect of the same journey or stay.

………..………………………………

 Signature of Meeting Participant


	TO BE COMPLETED BY MEETING SECRETARY 

	Travel costs:
	

	Subsistence expenses:
	

	TOTAL to be reimbursed (in EUR)
	

	I hereby declare that the above details and the expenses claimed (dates and amounts) correspond to the attached supporting documents.

…………………………………………….           

Name of Meeting Secretary (capital letters)                                                                   Signature of Meeting Secretary


Contact person: Eva Hasíková, E-mail: eva.hasikova@cenia.cz 



                                   Contact address: CENIA, česká informační agentura životního prostředí

Litevská 8/1174, 100 05 Praha 10, tel.: +420 267 225 343, fax: +420 271 742 306, http://www.cenia.cz


